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U.S. Army Corps of Engineers
Standard Operating Procedure
ESF #3 Support Team
1 February 2008
Section 1: Introduction

1-1. Purpose.  The ESF #3 Support Team’s (ESF #3 ST) purpose is to provide immediate and experienced assistance to a victim or supported District in performing management and operation requirements resulting from becoming victimized by one or more notice or no-notice events. The intent of the ESF #3 ST is to provide the local commander assistance with trained and experienced personnel as required to “jump-start” the response effort with augmentation of leadership and technical staff; initially in RM, RSOI and EOC activities and/or to serve as an advance team in establishing a Division Forward Office (DFO) or Recovery Field Office (RFO).  If desired, they may also be used as the Main Team to establish a forward RFO and support typical response and recovery missions such as Temporary Emergency Power, Commodities, Temporary Housing, Temporary Roofing, Debris, etc. Catastrophic events without FEMA assigned missions to ESF-3 could include a pandemic flu affecting significant numbers of district personnel, or other forcible enactment of a district’s Continuity of Operations Plan (COOP) in which additional personnel are needed to continue normal operations. 
1-2. Background.  Stafford Act mission assignments are provided to USACE as the primary agency for ESF #3, Public Works and Engineering.  These typical assignments require the impacted district to quickly establish several reimbursable funding accounts, recruit and fund travel and labor for Planning and Response Teams (PRTs) from various organizations throughout the nation using ENGLink Interactive personnel taskers, and procure and account for supplies and services.  The expectation of our customers and the public require immediate allocation of resources to accomplish a wide variety of tasks that are necessary but time consuming.  A supported district must ramp up to a 24/7 operation and can quickly become overwhelmed and fall behind in this process if sufficient resources are not applied in the initial stages of the response.

1-3. Mission.  The ESF #3 ST will provide personnel to the supported district to assist in one or more of the following ways:  The ESF #3 ST Support Cell, the ESF #3 ST Advance Team, and the ESF #3 ST Main Team.  The supported district can request all or part of the groups listed above to provide the appropriate mix of resources required for the event(s) they face.  The ESF #3 ST shall provide appropriate personnel to:  support the local EOC operations, provide RSOI support, staff the leadership and technical/functional roles to support PRTs, manage volunteer and tasked responders to support each mission, and augment the establishment of a RFO.  The intent is for the supported district to provide replacements from within their organic resources to allow the ESF #3 ST resources to return to home station as soon as practicable - but within 30 – 45 days. For instances when FEMA has not issued a Mission Assignment (i.e., funding and mission), the resources to assist a supported district may come from the supported District’s overhead or via special funds requests (e.g. FCCE Code 210) to the UOC. 
1-4. Operational Phases.  This SOP is divided into 6 phases as follows:

a. Phase I – Planning

b. Phase II – Deployment of Support Cell
c. Phase III – Deployment of Advance Team
d. Phase IV – Deployment of Main Team
e. Phase V - Mission Execution

f. Phase VI – Mission Handover, Redeployment and Recovery
1-5. References (All are located in the ENGLink Technical Library)
a. ER 500-1-1

b. ESF #3 Field Guide, June 2006
c. ESF #3 All Hazards Contingency Plan

d. 2008 Mission Guides-SOPs

e. ER 690-1-321, Staffing for Civilian Support to Emergency Operations
f. Human Resources Functional Guide for Response Organizations
g. EP 37-1-6, Resource Management Functional Guide for Civil Emergency Management Programs

h. ER 11-1-320 Civil Works Emergency Management Program

i. EP 500-1-10 Chapter 7 Safety and Occupational Health
j. RFO-SOP Regional Version (Draft), June 2006
k. Deployments SOP (Draft), April 2006

l. ULA Logistics Planning and Operations Functional Guide and SOP (Draft), December 2006  
Section 2: Phase I – Planning 

2-1. Planning is critical to the ultimate success of any ESF #3 ST operation.  This phase is continuous.  The list of personnel selected to staff the ESF #3 ST Support Cell, ESF #3 ST Advance Team, and the ESF #3 ST Main Team must be checked and updated on a regular basis to account for transfers, retirements, etc.

2-2. The following actions are completed during Phase I: 
a. Select and train ESF #3 ST Support Cell.  See Section 3.3 for Organization Chart for Support Cell.
b. Select and train ESF #3 ST Advance Team.  See Section 4.3 for Organization Chart for the Advance Team.
c. Select and train ESF #3 ST Main Team.  See Section 6.3 for Organization Chart for the typical RFO Staff and Section 6.5 for recommended personnel requirements for ESF #3 ST Support Cell, Advance Team and Main Team.
d. Plan for request (through FEMA stock or plan procurement/lease) of required supplies and equipment to sustain initial RFO operations.  See RFO SOP, Annex B for List of typical RFO Supplies and Equipment and Logistics Planning and Operations SOP, Appendix I, Sample Documents, for a list of Response Supply Room Requirements to include office supplies and safety supplies typically issued to responding personnel.
e. Apply lessons learned from previous operations to update resource requirements.

2-3 Personnel Readiness.  Individuals selected to serve on either ESF #3 ST Support Cell, the ESF #3 ST Advance Team, or ESF #3 ST Main Team staff should be experienced leaders and individuals who have the ability to assess rapidly changing conditions and make decisions based on the information available.  These individuals should maintain a high degree of personal readiness such that they can deploy within 6 hours of official activation.  For example, selected personnel should ensure that all required medical screening and immunizations are up to date and have their personal affairs in order.  
Section 3: Phase II – Deployment of Support Cell
3-1 Support Cell deployments are initiated upon request by the supported  District EOC.  The duration of Phase II varies; it may be very short in duration.  In the case of a hurricane, Phase II might last as long as 5 to 7 days.  In the case of a tsunami, it might be as short as 5 to 7 hours.  In Phase II, the DHS/FEMA Regional Resource Coordination Center (RRCC) and Emergency Response Team - Advanced (ERT-A) are activated at the regional level.  The Division and District Emergency Operations Centers (EOC) are activated and begin operations and planning for the upcoming emergency response.  It is at this time, that a decision to activate and deploy an ESF #3 ST Support Cell is made.  The PRTs/Cadres are also activated and begin arriving at the supported District Office or other defined location.  Funding for assembly of the ESF #3 ST Support Cell would typically be provided by USACE (FCCE Class 210) or by FEMA (Regional Activation).
3-2 During this phase, the decision by the local Commander that the District’s own resources will be overwhelmed by the impending event(s) would trigger the use of resources of an ESF #3 ST from a supporting District or region.  If there is an ESF #3 ST from within the affected MSC available and the MSC Commander chooses to use this organic asset, coordination within the MSC and subordinates will facilitate the deployment of those resources.  If the MSC Commander needs resources from outside the MSC, the request is submitted to the UOC for the next ESF #3 ST in the rotation maintained in ENGLink.  Coordination continues to define if the supported District requires only the support of the ESF #3 ST Support Cell to support his local EOC 24-hour operations, or if additional resources of an ESF #3 ST Advance Team and ESF #3 ST Main Team will be required.
3-3 The following actions are completed during Phase II (Deployment of the Support Cell)

a. Notify ESF #3 ST Support Cell of imminent deployment. (Action: UOC).

b. Notify ESF #3 ST Advance Team of imminent deployment (Action: UOC).

c. Load ESF #3 ST Advance Team equipment and supplies and prepare for deployment (see Annexes).
d. Notify ESF #3 ST Main Team staff of imminent deployment.

e. Supported District provides approvals for ESF #3 ST personnel to use the supported district CEFMS and ENGLink databases for financial and recruitment/reporting purposes.

f. Load RFO equipment and supplies and prepare for deployment (see Annexes).

g. Begin identifying possible RFO locations.

h. Receive PRTs/Cadres at District Office or other defined location.

i. Brief arriving PRTs/Cadres on operations.

j. National Ice, National Water, Combined Commodities, and Temporary Power PRTs begin operations under Pre-Declaration Missions.
The following is the organization chart with some of the duties listed for a typical ESF #3 ST Support Cell:
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The following summarizes the duties of the individual members of the ESF #3 ST Support Cell:

Team Coordinator – Provides assistance to the supported District EM staff for 24 hour coverage initially at the District EOC or other location as needed.  Provides reconnaissance activities.  Performs initial damage assessment to determine manning requirements based on the severity or size of the event.  Ensure all taskers are routed to all appropriate functions, all requests for information are properly staffed, all upward reporting is accomplished within established time frames, and general administrative duties are completed.  Set up internal controls to track personnel requests, approve funding to appropriate organizations, personnel recruitment taskers are executed, and required record keeping is maintained.
RM Specialist – Provide support needed to create reimbursable accounts for FEMA mission assignments, create MIPRs to other USACE organizations, and create contractual PR&Cs to support procurement of supplies and services.  Follow all regulations and guidance to establish and monitor funds and assist supported district with reports as required.  Provide Work Item Codes (WIC) to ENGLink specialist for all missions to establish communication between P2, CEFMS and ENGLink. 
ENGLink Specialist – Provide support needed to maintain positive control of information relating to the event, Response Organization Document, missions, situation reporting, and personnel and object taskers within the ENGLink Interactive system.  Coordinate with EM and Mission Managers on staffing requirements, recruitment actions, management of taskers in ENGLink, and RSOI related activities.  Provide reports as needed on mission assigned personnel, activated personnel, etc. as required.

Logistics Specialist – Provide assistance in establishing contacts with local and down-range lodging providers to accommodate responders as needed.  Provide travel assistance to responders.  Update responder’s Deployed Information Sheet (DIS) within ENGLink to record lodging accommodations, deployed phone numbers, equipment and PPE assigned, rental car information, and actual duty locations.  Monitor automated reports of incoming personnel within the ENGLink system.  Establish initial visibility items and supply/equipment distribution system. Logistics support may be requested from the USACE Logistics Activity (ULA)  through the UOC.
Property Book Officer – Establish and maintain property accountability system.  Establish contact with FEMA Accountable Property Officer (APO).  Determine availability of FEMA assets, i.e., cell phones, GPS units, digital cameras, PCs, printers, copiers, fax machines, office furniture, etc.  Identify alternative sources if assets are unavailable through FEMA.  Under no circumstances are any items to be purchased and/or leased without prior approval from FEMA.

Section 4: Phase III – Deployment of Advance Team
4-1
If requested by the supported District, the ESF #3 ST will deploy the Advance Team as soon as possible either before or after the disaster strikes.  The primary mission of the Advance Team is to establish a Reception, Staging, and Onward Integration (RSOI) process and to locate a suitable location for a Division Forward Office (DFO) or RFO (depending upon the size of the event) and configure it for the arrival of the main body.  Once FEMA approves and funds an RFO, ESF #3 ST staff (RE, LM, SL and IM) will coordinate to select a location that meets the requirements (suitable office space, loading dock, communication lines, etc.).  The Advance Team is also responsible for setting up the logistical base to sustain the RFO once the main body arrives.  On hand USACE assets such as office furniture, ADP Equipment, cell phones, PCs, laptops, etc. will be utilized first.  The PBO and IM will coordinate with FEMA Logistics at the ERT-A or the JFO to determine availability of FEMA owned assets to fill our requirements.  The purchase or lease of additional equipment or supplies must be approved by FEMA. 
4-2
The following actions, if requested by the supported District, are completed during Phase III:
a. Advance Team deploys to disaster area.
b. Advance Team assists in selecting a location for an RFO and procures/leases building space as required.  See RFO SOP Annex F for typical RFO Layout.
c. Advance Team establishes the RSOI, which consists of receipt of responders in ENGLink, lodging assignments, HR, Safety, Security, and Ethics briefings, as well as issuance of supplies and equipment.
d. DTOS is requested through HQ-UOC and is used (if available) to establish communication between EOC and RFO location until permanent communications can be established.

e. Advance Team configures RFO to accept main body.

f. Initiate T-1 line priority installation request.
4-3 The following is the organization chart with some of the duties listed for a typical Advance Team:
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4-4
The following are the duties of the individual members of the ESF #3 ST Advance Team:

a. Command (Advance Team Commander).  The RFO Chief of Staff is the Advance Team Commander.  This position can be filled by an experienced Emergency Manager or other senior staff principle familiar with USACE business processes and statutory authorities as well as Stafford Act missions and constraints.  This position will typically be filled by the supported District to establish command and control, but can be provided as part of the ESF #3 Support Team.  Coordinates response efforts with state and local officials, directs response personnel in emergency recovery operations. 

b. Operations Section.  Oversees emergency operations at the site and maintains personnel accountability.  Responsible for mission execution; coordination with the LNOs, Mission Managers, and RSOI staff (regarding future personnel, administrative, and technical requirements).  Responsible for all security, safety and occupational health compliance, and other issues as dictated by the missions.  Provides the Advance Team Commander essential information to meet reporting requirements. 
c. Planning Section.  Coordinate with other agencies, Division EMs, UOC, and appropriate organizations concerning projected impacts.  Performs RECON within the first 24 hours after the event or as soon as practical. Damage assessments are conducted to rapidly locate, assess, and report the overall nature, severity, and impact of disaster damage.  Responsible for the development of mission requirements and upward reporting of execution.  Establishes and maintains communication links (satellite, radio, electronic mail, etc.) between field personnel and the supported District EOC.  Provides technical assistance on electronic, communications, and computer software and hardware. 
d. Logistics Section.  Prepares for the receipt of incoming responding personnel and for the receipt, storage and/or deployment of equipment and supplies; property accountability; and for making transportation and lodging plans.  Logistics support may be requested from the USACE Logistics Activity (ULA) through the UOC.
e. Finance and Administration Section. Responsible for providing RM, HR, Contracting and other administrative support functions.  Initial response is RM focused, but also includes Contracting (CT), who solicits offers, prepares and awards contracts, and administers supply and service contracts.  Supported District must provide an IMPAC Card Holder to facilitate the purchase of office and safety supplies required on short notice.

f. Real Estate Section.  Identifies preliminary facility, staging and operations requirements and locations; executes and/or acquires real estate instruments; obtains Rights-of-Entry, coordinates requirements with Other Federal Agencies (GSA or FEMA) or State and Local agencies, and makes recommendations to the Advance Team Commander.
How the ESF #3 ST Support Cell fits into the ESF #3 ST Advance Team (Division Forward).
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This Advance Team becomes the basis for establishing a Recovery Field Office. 
Section 5: Phase IV – Deployment of Main Team
5-1
Deployment begins as soon as possible after the Advance Team locates an RFO, configures it to accept the ESF #3 ST Main Team and establishes communications.  Deployment of the ESF #3 ST Main Team should begin within 24 to 48 hours after the deployment of the Advance Team.  However, deployment of the ESF #3 ST Main Team may be delayed by the availability of food and shelter in the RFO location.  The timing for the deployment of the ESF #3 ST Main Team is determined by the RFO Commander. 

5-2
The following actions are completed during Phase IV (Deployment of ESF #3 ST Main Team):
a. Main Team of ESF #3 ST staff deploys to the RFO.

b. Advance Team makes final preparations to receive Main Team.
Section 6: Phase V – Mission Execution             

6-1
Mission execution begins as soon as the mission requirements have been identified and funding has been received.  The duration of Phase V varies according the magnitude of the event.   

6-2
The following actions are completed during Phase V:
a. The ESF #3 ST staff support the Operations Section.  The Operations Chief manages the response and recovery missions thru PRTs and other SMEs.
b. The ESF #3 ST staff establishes the RSOI process to facilitate the timely arrival, in-processing, and onward movement of emergency relief personnel.  See RFO SOP, Annex D for Organization Chart and functions of the RFO Reception Center.

c. The ESF #3 ST staff conducts future planning to ensure the smooth transition of mission execution to the Emergency Field Offices.
6-3 A typical RFO Staff is organized as follows, and the highlighted members are part of the ESF #3 ST Main Team:

Typical RFO Structure

6.4
A typical ESF #3 ST Main Team performs the following functions related to the sections: 
a. Team Coordinator /Assistant Team Coordinator:  Responsible for the daily operation of all facets of the ESF #3 ST.  Provides assistance as required to the supported District and the RFO Commander.  
b. RFO Chief of Staff:  Supervises and coordinates all staff elements and functions of the RFO including the Construction Offices, Operations Staff, Support and Administrative Staff, Technical Support Office, Contracting Office, and EOC.
c. Planning Section:  This section has responsibility for determining mission requirements, developing mission scope, maintaining resource status, situation displays, situation reports, Incident Action Planning (IAP), future and strategic planning, documentation, preparing the demobilization plans and providing primary technical specialist for support to the incident. 

d. Operations Section:  The Operations Section is responsible for the detailed execution of the various assigned response and recovery missions.  The exact size and composition of the Operations Section varies based on the scope of the response and recovery mission.  The Operation Chief is responsible for the detailed execution of the assigned response and recovery missions.  Responsible for all aspects of operational planning and execution.  Ensures that Mission Planning and Response Teams (PRTs) are adequately staffed to successfully execute assigned missions. 
e. Information Management:  Establishes and provides communication, LAN and other automation support - requires close coordination with Operations Section.  Coordinates with FEMA APO (Accountable Property Officer) to obtain cell phones, laptops, GPS units, radios, satellite phones, digital cameras, copiers, etc.  Establishes records management system for safekeeping of all applicable documentation. 
f. Logistics Management:  Provides requisition, inventory, storage and distribution of equipment and supplies, property accountability, transportation assets, and locating suitable lodging for all incoming personnel.  Coordinates with EM, RE, RM, CT, IM, etc. to establish initial office space requirements and assign organizational space at the RFO.  Logistics support may be requested from the USACE Logistics Activity (ULA) through the UOC.
g. Safety and Occupational Health:  Provides guidance and compliance requirements on the proper safety, health, and environmental concerns involved in all responders’ worksites. Provides SOH briefings for all incoming response personnel.
h. Security:  Provides security briefings and necessary security support for all employees, facilities, and equipment.  Issues ID badges as required by the situation.  
i. Counsel:  Provides guidance on all legal concerns, excluding Real Estate issues, including contract preparation, environmental law, contractor claims and liability issues.  Conducts ethics briefings for incoming response personnel.  
j. Human Resources:  Responsible for all personnel-related support to include Fair Labor Standards Act (FLSA) issues, providing work schedule guidance, compiling and distributing manning reports, etc.
k. Resource Management:  Responsible for financial management functions including certification of funds, and preparation/issuance of MIPRs for responding personnel. 
l. Internal Review:  Responsible for ensuring all actions are in accordance with applicable laws, regulations, and official guidance. Should be engaged early in the response (Advance Team).

m. Real Estate:  Coordinates with FEMA for authority to acquire real estate interests.  Acquires, manages and releases real estate interests such as acquisition of office space, warehouse space, Rights-of-Entry (ROEs), staging areas, debris reduction/disposal sites, etc.  Resolves claims arising from real estate instruments.

n. Contracting Office:  Responsible for all necessary contracting activities required during the emergency response effort.  Solicits offers, prepares and awards contracts, and administers supply and support contracts.  Require Purchasing Agent who is a credit card holder (IMPAC) from the supported District to assist with the expedient acquisition of supplies and equipment required by responders. 
o. Public Affairs:  The PA office is part of the Command Staff and provides public information, community and media relations; advises commander of media issues/concerns.  Supports the Joint Information Center (inter-agency PIO at the JFO) as necessary.
p. GIS Cadre:  Responsible for charting models and mapping location of generators, distribution sites, staging areas, EFOs, debris sites, etc.
q. ENGLink Specialist:  Responsible for loading the Response Organization (RO) Document and taskers and data into ENGLink; providing support needed to maintain positive control of information relating to the event, missions, situation reporting, personnel and object taskers within ENGLink Interactive System. 

6.5  The table on the next page lists the recommended number of team members per function to fill out the ESF #3 ST Support Cell, Advance Team, and Main Team, but actual composition will be situation dependent for actual size and scope of missions.  To maintain readiness (green status), each team should have a minimum of 19 members trained, certified, medically screened, and ready to deploy.  The 19 members are comprised of the 6 Support Cell and 13 Advance Team defined in the following table.
	ESF #3 Support Team (ESF #3 ST)

	Deployment Phases:  Support Cell; Advance Team; and Main Team

	Team Position
	Support Cell
	Advance Team
	Main Team
	Total

	Team Coordinator
	1
	
	
	1

	Assistant Team Coordinator
	
	1
	
	1

	RFO Chief of Staff*
	
	1
	
	1

	Operations Section Chief*
	
	1
	
	1

	Emergency Manager*
	1
	
	1
	2

	Logistics Section
	2
	2
	1
	5

	Planning/Reports
	
	1
	1
	2

	Real Estate
	
	1
	1
	2

	Contracting
	
	1
	1
	2

	Internal Review
	
	
	1
	1

	Office of Counsel
	
	
	1
	1

	Safety
	
	1
	
	1

	Security
	
	
	1
	1

	Human Resources
	
	1
	
	1

	Finance (CEFMS/P2) 
	1
	
	1
	2

	Administrative Support
	
	1
	
	1

	ENGLink Specialist
	1
	
	1
	2

	Information Management & GIS
	
	2
	1
	3

	TOTAL
	6
	13
	11
	30


* Should come from affected district/division, but could be provided regionally.
Section 7: Phase VI – Mission Handover, Redeployment, and Recovery             

7.1
Phase VI begins as soon as the recovery missions have stabilized.  The exact timing is determined by the RFO commander as soon as a determination is made that the supported District is prepared to take over the execution of the various recovery missions. 

7.2
The following actions are completed during Phase VI:
a. Coordinate with supported District PBO, FEMA APO, and/or vendors to conduct inventory reconciliation and return property to appropriate owner(s).  Reorder equipment and supplies as required.  Ensure proper documentation is maintained. 
b. Conduct an After Action Review and capture lessons learned.
c. Draft an After Action Report.
Annex A

ESF #3 SUPPORT TEAM
RSOI FOR DFSA/RFO ESTABLISHMENT

1.  SITUATION

A.  General:

ESF #3 Support Team (ESF #3 ST) personnel may be required to establish an operation for the Reception, Staging, Onward Movement and Integration (RSOI) of Corps personnel, supplies and materials, or commodities purchased in the event of a major natural or terrorist disaster event that could trigger the establishment and activation of a CONUS and OCONUS RSOI and/or RFO within our area of responsibility:

B.  Critical Players:
      Internal

· Contracting Office or Cadre


· DTOS/CTOC

· ENGLink Strike Team

· EOC

· Human Resource Office or Cadre

· Information Management Office or Cadre

· Internal Review Office or Cadre

· Logistics  Planning and Operations Division (LPOD)
· Real Estate Division or Cadre

· Resource Management Office or Cadre

· Safety Office or Cadre

· Security Office or Cadre

      External

· FEMA

· GSA

· DOT

· DOD

· EPA

· DOE

· DOI

· USFS

C.  Response Capabilities:

· Supported District/division must determine whether they wish to utilize their internal mission or functional teams and/or cadre members.

· Request activation of external mission or functional PRTs as required thru affected Division/District and the UOC.
· If office space is not available, request activation of DTOS.

D.  Assumptions:
· ENGLink Deployment Module is being utilized by home station, to include the following Essential Elements of Traveler Information

· Travel Itinerary (Airline Flight Number, Departure and Arrival time) 

· Travelers have confirmed lodging information with RSOI Staff.  
· Medical Screening Package is complete and updated

· ENGLink Personal Data Sheet (PDS) is updated and has current communication numbers

· Within Division teams or cadre members have been identified and trained.

· At minimum EM, Resource Management, Safety, Security & Human Resources will be activated to staff a Division Forward Support Area/Response Field Office.  Contracting, Information Management, Administrative Support, and an Area or Resident Engineer may be added as required.

· All functional PRTs or Cadres will prepare situational Project Management Plans for the event.

2.  MISSION
Anticipated Requirements:
Internal to the Corps
· Lodging (both at RSOI/RFO/JFO & event site)

· Rental Cars/leased vehicles directly from GSA

· Airport Shuttles

· Property Accountability

· Equipment Issuance (Cell Phones, Radios, GPS Units, Digital Cameras, Computers, etc.)

· Visibility Clothing Issuance (red/white Corps shirts, raingear, cold weather gear, hats, etc.)

· Inoculations

· Supply Acquisition and Issuance (Office Supplies, Safety Supplies, Water)

· Safety Briefings

· Security Briefings

· Ethics & Conduct Briefings

· Assignment of CEFMS Authorities in Supported District’s Data Base, as required by position

· HR Briefings (FLSA, Timesheets, Overtime, Work Schedule, Night Differential, Return to Home Station Guidance etc.)

· ID Badge Issuance, as required.

· Assignment of IMPAC Card in Supported District, as required by position.

· Assignment of Unit Card in Supported District, as required by position.

· Request for Actual Expense, if required.

External to Corps

· Obtaining cell phones, GPS, digital cameras, computers, office equipment, etc from FEMA 
· Base camp support from FEMA

· Support from OFA and ACI
3.  EXECUTION:

A.  General Responsibilities:

      In Processing

· See Annex C, Checklist, for RSOI In-Processing Checklist

· Reference Annex B, Sample Forms, Policy Letters & Memoranda, for Orientation Package

· Reference Annex B, Sample Forms, Policy Letters & Memoranda, for RSOI Personal Data Sheet

     EOC

· Stocking adequate quantities of Corps visibility items (Red/White Shirts, raingear, cold weather gear, safety vests, hats, etc.)

· Stocking of  basic safety items (glow sticks, first aid kits, flash lights, ear plugs,  batteries, gloves, hard hats, etc.)

· Utilizing established RO (Response Org.) Document in ENGLink to determine personnel requirements.  Create and release taskers based on RO Doc.

· Providing equipment such as cell phones, radios, lap tops, etc. as required.  Coordinate with IM/FEMA to obtain additional equipment as required.

Logistics Planning & Response Team

· Lodging

(a)  Locate suitable lodging for all in-coming personnel.  Utilize ENGLink Deployment Module to determine number of rooms required.  Input hotel information for each employee as they are assigned lodging.

(b)  Utilize Bank of America Unit Card to block rooms.  All in-coming personnel will use their own personal government travel card once they check into the hotel.  IMPAC cards or CBAs (Centrally Billed Accounts) may not be used for this purpose.

(c)  Utilize ENGLink Deployment Module to determine incoming requirements and to input hotel information for each employee.  Reference ENGLink Deployment Manual. 
(d)  Prepare Request for Actual Expense Memorandum, if required due to higher lodging costs. Reference Annex B, Sample Forms, Policy Letters & Memoranda, for Actual Expense Waiver
· Rental Cars

(a)  Coordinate with Mission Managers and Division Forward Commander to determine which positions require rental cars.

(b) Utilize car pools to maximum extent possible (same hotel/same work shift at same location).

(c)  Explore the possibility of shuttle service for transport to and from airport, RSOI/RFO/JFO and hotel.

(d) Utilize Bank of America Unit Card to block rental cars.  All employees will use their personal government travel cards for payment when they pick up their vehicles.  IMPAC cards or CBAs (Centrally Billed Accounts) may not be used for this purpose.

(e)  Utilize ENGLink Deployment Module to determine incoming requirements and to input rental car information for each employee.  Reference ENGLink Deployment Manual.
(f)  Explore alternative sources for vehicles (GSA, car dealership leases, etc.) if adequate Corps or rental vehicles are not available.

Reference Annex B, Sample Forms, Policy Letters & Memoranda, for US Government Rental Car Agreement

· Unit Cards

(1)  Ensure each District has a Unit Card Account established.  In most cases it will be the same individual that manages the CBA.  Ensure there are at least two alternate cards assigned (one in LM & one in EM).

(2)  Be prepared to have additional Unit Cards issued to incoming ESF #3 ST Team Members for use in blocking hotel rooms and rental cars.  ESF #3 ST members are responsible for reconciling any charges prior to their departure back to their duty station.

(3)  Unit Card usage will be in accordance with HQ USACE CELD memorandum, Unit Card SOP.  Reference Annex B, Sample Forms, Policy Letters & Memoranda, for Unit Card SOP 2002.
· Property Accountability

(1)  Ensure either the Property Book Officer or the ESF #3 ST PBO is on-site to handle any property accountability issues.

(2)  Establish either separate data base or utilize a spread sheet to maintain separate property book for the event.  Reference Annex B, Sample Forms, Policy Letters & Memoranda, for Access Property Book file. 

(3)  Establish sub-hand receipts for each functional or mission area (Debris, Temporary Roofing, Safety, Security, Logistics, etc.)

(4)  Conduct HRA training for all account holders.

(5)  Property issues will be dealt with in accordance with HQ USACE CELD-ZA memo, Standard Personal Property Accountability Business Process Procedural Guidance for Use During Emergency Operations. Reference Annex B, Sample Forms, Policy Letters & Memoranda, for CELD Memo Standard Property Procedure.

(6) Obtain barcodes from FEMA when possible and barcode property purchased with FEMA funds using FEMA barcodes.

(7)  Maintain financial responsibility over personal property using the prescribed methods in AR 735-5, Financial Liability Investigation of Property Loss.

· Equipment Issuance

(1)  Ensure all accountable property, to include Corps visibility items and expendable property is signed for at issuance.  Utilize ENGLink Deployment Module to post all equipment and property that is issued to each employee.  Remove data from ENGLink when employee out-processes to return to his home duty station and items are turned in.  Reference ENGLink Deployment Manual. 
(2)  Ensure all durable and expendable property is accounted for appropriately.

(3)  All material, equipment and clothing will be hand-receipted to the user.

· Supply Acquisition and Issuance

(1)  All supply and property acquisitions must have the approval of the ESF #3 ST Team Coordinator (upon FEMA approval) and must be in support of a FEMA Mission Assignment currently on hand.  Costs must be charged to the appropriate Mission Assignment (Debris, Roofing, RFO, etc.)

(2)  Inventory must be maintained on a standard spreadsheet showing receipts and subsequent issuance to responders. 

(3)  For the initial response effort, supplies and materials may be purchased on the local market.  Once things have stabilized, supplies should be ordered from GSA (GSA Advantage) if available. 

Reference Annex B, Sample Forms, Policy Letters & Memoranda, for Sample Safety Items Requirements, Response Supply Room Requirements, Safety Shoe Policy, Standard Supply Issue Per Person, Visibility Item Tracking Spreadsheet, and Special Order Request.
· IMPAC Cards

(1) Supported District must be prepared to have IMPAC cards issued to incoming ESF #3 ST personnel, or they must provide District Contracting personnel to support the purchase of office supplies and equipment required to assure mission execution success.

(2)  In-coming personnel will be card holders in their home district and will have a letter of certification from their IMPAC Card Holder Program Manager citing their qualifications and status of their accounts in their home districts, Reference Annex B, Sample Forms, Policy Letters & Memoranda, for IMPAC Card Validation Memo Sample.

(3)  Manage usage in accordance with Disaster SOP for IMPAC Card Holders. Reference Annex B, Sample Forms, Policy Letters & Memoranda, for IMPAC Card SOP.

· Laundry Services
(1)  Establish laundry services for response personnel if required.

(2)  If multiple hotels are being utilized, pickup and drop-off should be at the RFO.

(3)  Individual billings should be the requirement on the contract.

· Space Management/Building Management
(1) In cooperative efforts with EM, RE, RM, CT, IM, etc., establish initial office space utilization requirements and assign organizational space at the RFO.

(2)  As missions change, reallocate space to organizations and request additional leased space for requirements through Real Estate.

(3)  Maintain RFO building utilizing custodial, service, etc. contracts as required.

(3)  DTOS/CTOC

· Be prepared to support Corps or other government response operations for office space and/or communications requirements.

· Assure connectivity to ENGLink, phone lines, fax machines, etc.

(4)  Information Management Office or Cadre 

· Establish connectivity at RSOI/RFO for ENGLink and email usage.

· Set up computers, fax machines, printers, copiers, servers, etc.

· Locate source and lease cell phones for distribution to responders if not available from FEMA.

· Ensure availability of CEFMS to users when required.  Ensure card readers are available and functioning properly. 

· Establish email accounts for responders.

· Establish and staff mail unit for incoming/outgoing mail.

· Establish records keeping system.

Reference Annex B, Sample Forms, Policy Letters & Memoranda, for IMO Response Requirements
(5)  Safety Office or Cadre

· Assess safety situation.

· Conduct safety briefings to in-coming personnel 

· Ensure proper safety equipment is utilized (hard hats, steel toed shoes, sun screen, bug repellant, etc.)

· Assess necessity for inoculations.  If required, establish source.

· Address accident or injury reporting requirements.

· Maintain and issue safety equipment (PPE) to responders as required (i.e. hard hats, vests, ear protection, eye protection, etc.)

Reference Annex B, Sample Forms, Policy Letters & Memoranda, for POSH Prevention of Sexual Harassment, Safety Shoe Policy, General Safety & Occupational Health Briefing and Work Injury Guidelines.
(6)  Security Office or Cadre
· Assess security situation.  Coordinate with FEMA, US Protective Services, local and state officials to determine potential security issues.

· Issue ID Badges as required by situation.

· Conduct security briefings to in-coming personnel (USACE and Contractor personnel)
· Address incident reporting requirements.

· Conduct investigations concerning reports of misuse of government property and incidents of threats towards USACE employees/representatives.

· Obtain physical security and manage building security requirements (i.e., building alarms, guards, etc.)

· Establish and maintain key control system for all buildings utilized in the response that is not managed by the supported District.

Reference Annex B, Sample Forms, Policy Letters & Memoranda, for Security Briefing.

(7)  Resource Management Office or Cadre

· Set up accounts for in-coming funds.
· Establishment of work items in CEFMS for FEMA Mission Assignments, labor, travel, purchase of supplies, etc.
· Prepare and forward MIPRs as required for supported District to responding personnel.

· Monitor obligations and expenditures.

· Issue new MIPRs as required for those that deploy prior to a declaration.  Ensure their home districts issue new travel orders to reflect this change.

· Establish CEFMS access for those employees that require it.

Reference Annex B, Sample Forms, Policy Letters & Memoranda for Pay Entitlements and Pay Code Definitions.
Reference RM Functional Guide, EP-37-1-6.
(8)  Human Resources Office or Cadre and ENGLink Strike Team

· Coordinate with other Functional PRTs or Cadres to prepare Orientation Package for in-coming personnel:

· Deployment Orientation Checklist

· Commander’s emphasis memorandum

· Hours of Operation memorandum

· Timekeeping procedures.

· Time and Attendance Sheets. 
· Ethics & Conduct information sheets. 

· Safety Information

· Security Information (Personal and Property)

· Points of Contacts List

· Authorized Return to Home Station Guidance.  
· Request ENGLink Strike Team to support RSOI activities.

· Utilize ENGLink to recruit responders per tasker request provided by appropriate mission manager.  
· Utilize ENGLink Deployment Module to monitor personnel requests, taskers and recruitment patterns.

· Update information in ENGLink Deployment Module for employees assigned to the disaster event. 

· Provide Division Forward Commander with daily personnel reports to include number on the ground, en route, returned to duty station, by mission assignment, etc.

· Bi-Weekly Pay Cap Exception. 

· Fair Labor Standards Act (FLSA) Determination. Overtime Issues

· Night Differential

· Awards

Reference Annex B, Sample Forms, Policy Letters & Memoranda, for Info for Supervisors and Timekeepers, RSOI Timesheet, Basic Ethics for Disaster Relief Personnel, Return Trip Home Request, ENGLink Transfer Tasker Requests, Tasker Request Forms, Pay Entitlements, Bi-Weekly Pay Cap Waiver, FLSA Memo, Pay Code Definitions
Reference ENGLink Deployment Manual
Reference Human Resources Annex to Operations Order 2006-25 USACE Support to the NRP (Hurricane Season 2006) 
(9)  Real Estate Division or Cadre

· Coordinate with GSA and FEMA to acquire/lease office space as required for RSOI.  Utilize commercial sources if required.

· Prepare and obtain all formal service agreements as necessary to support all commercially leased facilities (i.e. custodial, electrical, telephone, etc.)

· Prepare for “Rights of Entry” mission if Corps is assigned Emergency Power, Debris, Temporary Roofing, Temporary Housing missions by FEMA
· May be required to obtain additional office space for RFO, Field Offices, Resident Offices, Warehouses, etc...

(10)  Supported District Contracting Office

· Provide internal IMPAC Card Holders to support response activities or be prepared to issue IMPAC Cards to ESF #3 ST members who are card holders in their home districts and have required Memorandum of Certification from their IMPAC Card Program Managers.

· Request dollar threshold be raised on IMPAC Card Holders accounts.  $2500.00 is not adequate in a major event.

· Support incoming Mission PRT Contracting Officers on ACI Contracts.

(11)  Internal Review Office or Cadre

· Ensure accepted and approved operational and financial business processes are being followed.

4.  Out Processing

Establish Out-Processing system for redeploying personnel
· Checklist including all signatures required prior to return to duty station

· Mission Manager/Supervisor

· Safety

· Security

· Property Book Officer

· IM

· RSOI
· ENGLink Specialist/HR

Establish process for gathering Lessons Learned or Initial Impressions from redeploying responders.
Reference Annex B, Sample Forms, Policy Letters & Memoranda, for Initial Impressions Report, Out-Processing Cover Sheet and After Action Comments Sheet. 
Reference Annex C, Check Lists, for RSOI Out-Processing Form 

Annex B
ESF #3 SUPPORT TEAM
SAMPLE FORMS, POLICY LETTERS & MEMORANDA

(This page is currently under development and will be accessible via the links in the ENGLink Tech Library.)
Annex C
ESF #3 SUPPORT TEAM
CHECKLISTS

ESF #3 Support Team (ESF #3 ST) Requirements Lists

The following pages contain lists of ESF #3 ST, Individual Team Members Deployment Items “Required For Each Team Member” and “Recommended For Each Team Member” prior to deployment.  Also the list of ESF #3 ST, Team Deployment Items (located on page two) “Required for Each Team” and “Recommended for Each Team” must be obtained prior to deployment or received immediately upon arrival at deployment site from the requesting District. 
REQUIRED “ESF #3 SUPPORT TEAM” 

INDIVIDUAL TEAM MEMBER DEPLOYMENT ITEMS

(REQUIRED FOR EACH TEAM MEMBER)

1. Common Access Card (CAC)

2. Government Travel Credit Card (Bank of America) Individual Billed Account   

         (IBA)

3. USACE Emergency Shirts, Baseball Cap, and Red Jacket (Red or White) 

4. Hard Hat

5. Steeled Toed Shoes

6. Ear Plugs 

7. Safety Vest

8. Safety Glasses

9. Work Gloves 

10. Flashlight w/batteries

11. USACE Emergency Response Certification Card 

12. Computers, Lap Top w/extra Battery & Charger and USB thumb drives – (prefer
         with a wireless card and/or an air card)

13. Portable Scanner
14. Camera, (Digital preferred) w/memory sticks. 
15. Telephones, Cellular -  While your Home District issued cell phones are required while traveling and in the early response phases, they should not be used once FEMA owned phones are issued at the event.
RECOMMENDED “ESF #3 SUPPORT TEAM” 

INDIVIDUAL TEAM MEMBER DEPLOYMENT ITEMS 

(RECOMMENDED FOR EACH TEAM MEMBER)

1. CEFMS Signature Card & Your Passwords (Required for some ESF #3 ST
         positions.)

2. IMPAC Card Holders – Bring letter of confirmation that you are fully trained &

         your account is in good standing from your District Program Manager. (Required 
         for some ESF #3 ST positions.)

3. Driver’s License and verification of any additional endorsements you may have

         (Forklift, CDL, Crane, Boat Operator, etc.) (Required for some ESF #3 ST 
         positions.)
4. Copy of COR Certification. (Required for some ESF #3 ST positions.)

5. Passport (OCONUS – Tourist or Official)
6. Sunglasses w/UV Protection

7. Sunscreen

8. Insect Repellant
9. Personal Medication to last a min of 30 days

10. Food and water to sustain a period of 72 hours

11. Eye glasses prescription

12. Writing Tablet
13. Pens (black or blue ink and at least one red ink)
14. Pencils (with hand held sharpener) mechanical with extra lead is better
15. Paper clips
16. Calculator (solar is fine)
17. Stapler w/box of staples
18. Battle Book – Team Coordinators
19. Highlighter(s) – Recommend Yellow
20. Forms that pertain to the mission you are assigned
TEAM DEPLOYMENT ITEMS

(REQUIRED FOR EACH TEAM)

1. Printer, Portable –  (Two required per team)

2. SAT Phone – (Two required per team)

3. GPS units

4. First Aid Kit (Two required)

North Atlantic Reception Center (NARC)

IN-PROCESSING CHECKLIST (12/2/05)

Name:_____________________________        Home District: _________________________________
Starting Travel Date: ______________          Mission Assignment:___________________________

Reporting Date: ___________________            Previous Deployment Date:___________________
	Initials/Date
	OFFICE/FUNCTION

	___________
	Safety Integrity Respect (S.I.R.) Briefing

	___________
	Debris Rm 215       Roofing Rm 218       Critical Pub Facilities 306

Mission Manager/EM Ops Supervisor (RFO Supv) 

Supv:                                   Supv Ph #:

	___________
	If assigned to Debris:                                  

Debris Briefing Room 6, 3rd floor

Daily at 0800, 1000 and 1400

	___________
	If DOI/BOR Employee check-in at  Room 206

	___________
	Safety Briefing Third Floor, Room 6, 3rd floor

Daily at 0900, 1100 and 1500

	___________
	Property (Room 110) 

(sign for cell phones, cameras, GPS.)

	___________
	Logistics/Lodging (Room 103)

Update ENGLINK

	___________
	Information Management (Room 207)

(update email address, mailing lists, obtain computer or blackberry as needed)

	___________
	Security (Room 100) 

(keys, placards, etc.)

	___________
	Medical (Room 101)

	___________
	Supply (Room 109)

	____________
	Human Resources (Room 102)

	____________
	Received in ENGLink



	


Uniforms shirts were not issued by Home Organization

_____________________
______________________
_____________________

HR Representative

On-Site Supervisor

Employee


North Atlantic Reception Center (NARC)

OUT-PROCESSING CHECKLIST

(REVISED 12/01/05)

Employee Name _____________________________________________________

Mission Assignment ___________________________________________________

Home District: _______________________________________________________

Departure Date:  _____________________________________________________

Expect to arrive home Date: ___________________________________________

Returning to work Date:________________________________________________

Did IM create a UPASS or email account for you in RFO? Circle   YES      NO
OFFICE/FUNCTION


Initials/Date                   
1.
Security (Rm 100)


__________                


(keys, placards, etc.)

2.
Property (Rm 111)


__________


(cell phones, cameras, etc.)

3.
Logistics/Lodging


(Rm 103)



__________
4.
Information Management  

   
(Rm 123 or Rm 207)


 __________

5.
Mission Manager/

EM Ops Supervisor (RFO Supv)
___________     

Reporting to Debris Rm 215/Roofing 218)
6.
Safety/Medical (Rm 115)

___________

7.          Resource Management (Room 309) ___________
8.
Human Resources (Room 102)
___________ 

9.         Sent home in ENGLink                        ___________             

(After-action comment sheets, Certificate, Safety/EAP packet, ENGLink “send home.”)  If you have equipment issued to you by supply (flash lights, tape measurer, first aide kit, etc.) please return to Supply Room 109.

_____________________
______________________
_____________________

HR Representative

On-Site Supervisor

Employee
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